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2022 Accommodations Guidance for TELPAS Writing Field Test 

The Texas Education Agency (TEA) is developing a standardized Texas English Language Proficiency Assessment 

System (TELPAS) writing assessment. As part of the development process, TELPAS writing field-test questions will 

be embedded in all online TELPAS reading forms in spring 2022. The embedded writing field-test questions are 

designed to collect data and will not count toward a student’s TELPAS reading score. Students will not receive a 

writing score for the writing field-test questions. There will not be any writing field-test questions for students 

who have been approved for a TELPAS reading paper test. 

The TELPAS writing field test will include constructed response questions in which students write a response to a 

visual or text stimulus (writing prompt), as well as multiple-choice and text-entry questions to assess English 

grammar and usage. 

The writing field-test questions will have a text-to-speech (TTS) tool for directions and writing prompts. 

Multiple-choice questions will not have TTS. Students do not need to meet eligibility for TTS; it will be available 

for all students. The tool will not be automatic. A student will need to click on the TTS tool to initiate and listen 

to the directions and writing prompts. 

The purpose of this document is to provide guidance regarding accessibility and designated supports specifically 

for the TELPAS writing questions. If a student needs a designated support(s) for the TELPAS reading test, refer 

to the 2021-2022 accessibility features and designated supports policy documents. 

Accessibility Features 

As with other test administrations, certain accessibility features may be provided for the TELPAS writing field-test 
questions. In general, these procedures and materials are available to any student who regularly benefits from 
their use during instruction. A student cannot be required to use accessibility features during testing, and there is 
no need to document their use in the Test Information Distribution Engine (TIDE) for online test administrations. 

 
District and campus testing coordinators are still responsible for ensuring that test administrators understand 
how to implement these procedures and use these materials. In some cases, a student who uses them may need 
to complete the test in a separate setting to eliminate distractions to other students and to ensure the security 
and confidentiality of the test. In addition, if the administration of an accessibility feature requires a trained test 
administrator to view secure test content, the administrator must sign the appropriate section of the Oath of Test 
Security and Confidentiality. 

 
For a complete list of 2021-2022 Accessibility Features, refer to the Accessibility section in the District and 
Campus Coordinator Resources. 

 
Designated Support Policy Overview 

A designated support(s) should only be provided if the student meets the eligibility criterion/criteria. 

For the TELPAS writing field test, the student must still meet the eligibility criterion/criteria and the decision 

should be based on the student's need for the designated support. However, it will not be required for the 

applicable committee to meet or document the designated support. 

  

https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2547989649/Accessibility
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BASIC TRANSCRIBING 

A district or campus may document at the local level the designated supports decision(s) for the TELPAS writing 

field-test questions in order to support a student’s instructional needs and for future decisions when an online 

TELPAS writing assessment becomes operational. 

For the purpose of the TELPAS writing field-test questions, speech-to-text (STT) is the only designated support 

(attribute) that must be indicated in the Test Information Distribution Engine (TIDE) for an eligible student. 

Designated Support(s) 

Basic Transcribing and Complex Transcribing have been identified as designated supports that may be provided 

to students for the TELPAS writing field-test questions. However, both differ from what is allowed for STAAR. 

As reminder, students who receive Basic Transcribing or Complex Transcribing will either have an admission, 

review, and dismissal (ARD) committee, 504 committee, or an appropriate team of people at the campus level 

(e.g., Response to Intervention [RtI] team, student assistance team). The language proficiency assessment 

committee (LPAC) then works in conjunction with these groups. 

For a student not receiving special education or Section 504 services, the decision should be based on the 

eligibility criteria and aimed at addressing a student's consistent academic struggle in a specific area, even after 

intensive instruction and remediation. 

The following guidance is specific for the TELPAS writing field-test questions. 
 

Description 

This designated support allows a test administrator to transfer student responses into the Test Delivery System 

(TDS) when a student is unable to accomplish this task independently. 

Student Eligibility Criterion 

The student routinely and effectively uses it during classroom instruction and classroom testing. 

Examples/Types 

For the purpose of the TELPAS writing field-test questions, the test administrator may carry out Basic 

Transcribing to transfer student responses into TDS in these situations only: 

 

• The student points to responses on the computer screen for test questions. 

• The student dictates responses for test questions. 

• The student writes responses on another workspace (e.g., scratch paper, dry erase board) for test 
questions or the writing prompt. 

• The student uses STT technology to indicate responses for the writing prompt and sentence re-write 
questions, including use of the online embedded support in TDS. 

 
Special Instructions/Considerations 

 
1. A student who uses this designated support may complete the test in a separate setting to eliminate 

distractions to other students and to ensure the confidentiality of the test. 
2. Student responses cannot be scored unless they are recorded into TDS. 
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COMPLEX TRANSCRIBING 

3. A test administrator who transcribes for a student should be trained in all transcription procedures and 
understand the limits of the assistance being provided. The role of the test administrator is to record 
into TDS exactly what the student has indicated. The test administrator may not edit or alter student 
responses in any way and may not provide feedback regarding the correctness of the student's 
response. Transcription procedures include these special instructions and the general transcribing 
procedures found in this document. 

4. Basic transcribing must be conducted by a trained test administrator who has signed the test security 
oath. Responding to test questions, making notes about test questions, and discussing the content of 
the test at any time are prohibited. 

5. Students using STT for constructed responses should allow for enough time to edit their intended 
responses prior to submitting their test. Students can practice using the online STT feature in the 
Practice Test Site. 

6. The TELPAS test is an untimed assessment. The student must be given all the time that they need to 
complete the entire test. It is allowable for the student to review the transcription and make any edits. 
However, if the test administrator transfers the student's final response(s) into TDS after the student has 
left the testing room, the student may not edit his or her response(s). It is recommended that the test 
administrator ensure that the student can read and understand their response(s) prior to leaving the 
testing room. 

7. Students using STT should be made aware that they will be given the all the time they need to complete 
the entire test. Students who will be using the STT tool as an embedded support in TDS should practice 
using the tool in the Student Practice Site to become familiar with all features before a test 
administration. 

8. Secure test materials and associated student responses cannot be photocopied, scanned, or saved for 
use with this designated support. Any handwritten responses that include student notes, answers to test 
questions, or responses to the writing prompts must be destroyed after testing. 

9. For information about the test administrator transcribing a student's dictated response to the writing 
questions, refer to the Complex Transcribing policy information in this document. 

10. Districts are required to have procedures in place to prevent the use of personal cell phones and 
electronic devices during test administrations. If TEA-allowed or TEA-approved, technology-based 
accommodations are used by a student during testing, TEA guidelines on the use of this technology must 
be followed to maintain the security and validity of the assessment. Although some technology may be 
useful during a daily academic setting, technology that has functionality that violates TEA guidelines 
cannot be used during a state assessment. These technology guidelines for state assessments can be 
found on TEA's Accommodation Resources webpage. 

11. If a student experiences an unexpected or emergency situation (i.e., broken arms, broken glasses) 
immediately before the assessment, see the instructions for Accommodations in Unexpected and 
Emergency Situations which can be found in the Coordinator Resources. 

 

 

NOTE: Generally, Complex Transcribing requires an Accommodation Request Form to be submitted for TEA 

approval. For the purpose of the TELPAS writing field-test questions, the form will not need to be submitted for 

TEA approval. 

Description 

 
This designated support allows a test administrator to record a student's dictated responses to the writing 
prompts into TDS when a student with a disability is unable to accomplish this task independently 

https://www.texasassessment.gov/families.html
https://tea.texas.gov/student-assessment/testing/student-assessment-overview/accommodation-resources
https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2547990494/Accommodations%2Bin%2BUnexpected%2Bor%2BEmergency%2BSituations
https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2547990494/Accommodations%2Bin%2BUnexpected%2Bor%2BEmergency%2BSituations
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General Transcribing Procedures 

NOTE: The test administrator who is responsible for providing this designated support is an individual who has 
been thoroughly trained. The test administrator needs to know what is allowable and what is prohibited. 

 
Student Eligibility Criteria 

 
The student must meet all of the following: 

 
• The student routinely and effectively uses this designated support during classroom instruction and 

classroom testing. 

• The student is unable to effectively use Basic Transcribing to address this need. 

• The student has a physically disabling condition (e.g., muscular dystrophy, cerebral palsy, arthritis) that 
prevents him or her from independently and effectively recording responses in the space provided in TDS. 

 
Examples/Types 

 
The test administrator may carry out Complex Transcribing only when the student dictates his or her response 
to the writing prompts for transcription. This includes transcribing the student's prewriting, if applicable. 

 
Special Instructions/Considerations 

 
1. A student who uses this designated support may complete the test in a separate setting to eliminate 

distractions to other students and to ensure the confidentiality of the test. 
2. Complex Transcribing is a designated support intended for an extremely small group of students with 

disabilities. Refer to the instructions for Complex Transcribing in this document on how to transcribe the 
student's responses to the writing prompts, including how to indicate the student's spelling, punctuation, 
and capitalization. A test administrator who transcribes for a student must be trained in these guidelines to 
understand the boundaries of the assistance being provided. 

3. Complex Transcribing must be done by a trained test administrator who has signed a specific part of the test 
security oath. Responding to test questions, making notes about test questions, and discussing the content 
of the test at any time are prohibited. 

4. For situations when a student experiences an unexpected or emergency situation (i.e., broken arm, broken 
glasses) immediately before the assessment, see the instructions for Accommodations in Unexpected and 
Emergency Situations which can be found in the Coordinator Resources. 

 

 

 

Districts must follow general transcribing procedures. 

 
• A trained test administrator must sign a test security oath before transcribing. 

• The scribe should be a certified employee of the district or charter school. Any person completing 
transcription must be an adult non-relative of the student. 

• The scribe should record student responses verbatim. The scribe may not edit or alter student responses 
in any way. Responding to test questions, making notes about test questions, and discussing the content 
of the test at any time are prohibited and would constitute a severe breach of security. 

https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2547990494/Accommodations%2Bin%2BUnexpected%2Bor%2BEmergency%2BSituations
https://txassessmentdocs.atlassian.net/wiki/spaces/ODCCM/pages/2547990494/Accommodations%2Bin%2BUnexpected%2Bor%2BEmergency%2BSituations


 

Student Assessment Division January 2022 TELPAS Writing Field Test  

Instructions for Complex Transcribing 

• Districts are required to submit a procedural irregularity through the online incident report form to 
document the monitoring error which resulted in the transcription, if applicable. 

 

The following guidelines and procedures are only for students who will be provided with Complex 
Transcribing for the TELPAS writing field test. 

Before transcribing a student’s dictated response, a test administrator MUST be trained in the transcription 
procedures outlined in this document in order to understand the boundaries of the assistance being 
provided. These procedures must be followed every time complex transcription is required to ensure the 
accuracy and validity of the transcribed responses. Contact TEA’s Student Assessment Division at (512) 463- 
9536 if questions arise. 

 

Test Administration Guidelines 

The role of the test administrator is to enter exactly what the student dictated into the student`s online 
test in the space provided in the TDS. Test administrators may ask the student to repeat the dictated 
work to more accurately record what the student intended. However, test administrators and campus 
personnel are not allowed to 

• translate the prompt or the student’s response to the writing prompt into anotherlanguage 
(except sign language) 

• rephrase or elaborate on the prompt 
• give students opening and/or closing sentences 
• give students an outline for organizing their constructed responses 
• give students ideas about how to develop their constructed responses 

• respond to the writing prompt 

• discuss the prompts or the student’s responses with anyone before, during, or aftertesting 
• provide nonverbal assistance 
• edit or alter student responses in any way 

• provide feedback regarding the effectiveness of the student’s response 

• make notes about the prompts or the student’s responses 

• score student responses or discuss with students how they performed 
 

General Information 

1. The student must be given all the time he or she needs to complete the test. All of the student’s responses 
must be initially recorded (such as onto scratch paper) before the student leaves the testing room. The 
test administrator may transfer the student’s final responses into the student’s online test after the 
student has left the testing room, if necessary. 

2. Student responses cannot be scored unless they are recorded in TDS. 
3. The student may dictate responses into a recording device if this is the procedure used routinely in 

the classroom. The test administrator must then follow the specific procedures below. 
 

Specific Procedures 

1. The test administrator may transcribe a student’s prewriting and draft(s) onto scratch paper or the 
applicable pages in the student’s test booklet prior to transcribing the final response onto the answer 
document or into the student’s online test. Test administrators may write notes in the Notepad or Sticky 
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Notes tool of the online test as directed by the student. The test administrator must indicate to the 
student the number of characters allowed for his or her response to the question so that the response 
will fit into the spaces provided in the student’s online test when transcribed. It may be helpful for the 
test administrator to be positioned so that the student can see the number of characters available as the 
test administrator is transcribing. A transcriber should type the student’s response into the student’s 
online test as a character count is available for this purpose. 

 

2. The test administrator should transcribe exactly what the student dictates. Unless the student has 
indicated otherwise, the response should be transcribed in all lower-case letters and no punctuation 
should be included. 

 

3. Once the student has completed his or her response, the test administrator should cover it or position 
themselves in such a way that the student cannot see the response. The test administrator must then 
ask the student how to spell one word from each line of text. The word should contain more than three 
letters. If a word of this length is not available on a line of text, then the test administrator can ask for 
any word in that line. Select a variety of words that are indicative of the student’s spelling ability. The 
test administrator should replace the transcribed spelling with the student’s dictated spelling of each 
word. 

 
4. The student must then be given the opportunity to review and edit what the test administrator has 

transcribed. At this time the student should indicate punctuation and capitalization. The test 
administrator may not require the student to revise the response. 

a. If the test administrator reads aloud the student’s response, the test administrator must keep 
voice inflection neutral, without indicating (e.g.,by pauses or emphasis) where correct 
punctuation or capitalization should go or when a mistake (e.g., incorrect grammar, awkward 
sentence structure) has been made. 

 
5. Once the student has finished editing the response, the test administrator must record it into the student’s 

online test if this has not already been done. When transcribing, the test administrator must use the 
student’s spelling (see #3), not the test administrator’s spelling. Only the number of characters allowed for 
the particular question may be recorded into the student’s online test. If the student’s final response is 
longer than the indicated character count, the test administrator should stop transcribing once the 
character count indicated on the question has been met. 

 
Test Security 

 

1. All standard test security policies and procedures must be followed. Refer to the Coordinator Resources. 
 

2. A student who uses Basic Transcribing or Complex Transcribing may complete the test in a separate 
setting to eliminate distractions to other students and to ensure the confidentiality of the test. 

 
3. A complex scribe must be a trained test administrator who has signed the test security oath, including the 

additional section for test administrators who are authorized to view secure state assessments. 
 

4. Students who receive Complex Transcribing may need to be tested individually so that other students will 
not be disturbed or distracted. It is the responsibility of district and campus personnel to determine the 
most appropriate way to administer the writing test to students who are receiving Complex Transcribing. 



 

Student Assessment Division January 2022 TELPAS Writing Field Test  

 

5. Test administrators may answer questions about test directions or procedures. Test administrators are 
never allowed to answer any questions related to the content of the test itself. If a student asks a 
question that you are not permitted to answer, you may respond, for example, ”I can’t answer that for 
you; just do the best you can.” 

 
5. Secure test materials and associated student responses cannot be photocopied, scanned, or saved for use 

with this accommodation. Any typed or handwritten notes or responses to the writing prompts must be 
destroyed after testing. All voice recordings must be erased or destroyed after testing. 

 
Other Designated Supports 

 

Other designated supports, such as Individualized Structured Reminders, Manipulating Test Materials, and Extra 

Day, may only be provided if the student is receiving the designated support for the online TELPAS reading test. 




